Outline for Closing QI Site 


Info. 
Service Equipment 


County IT Setup Cancel/Transfer; 


Confirm Date 
Internet Service Cancel/Transfer; 

Confirm Date 
Janitorial Service ; 


Cancel/Transfer; 
Confirm Date 
Linen Cancel/Transfer; Inventory & Final walk through 
Confirm Date Return/Receive as necessary; date: 
Partner - Case 
Management 


Receive Inventor 
Cancel/Transfer 
Confirm Date 
Partner - DHS 
Partner - DHS IT 


Cancel/Transfer; Offer assistance as Inventory & Return | Final walk through 
Confirm Date needed Relevant Materials | as necessary; date: 
; | 
Partner - DMH 


Service Providers 


Confirm Date & Equipment as necessary; date: 
Confirm Date needed Relevant Materials |as necessary; date: 


Cancel/Transfer; Offer assistance as nventory & Return | Final walk through 
Confirm Date needed Relevant Materials |as necessary; date: 

Cancel/Transfer; Empty & Broom Clean Inspection as 
Confirm Date needed; oversee 


Cancel/Transfer; Inventory & Receive AN 
Confirm Date Supplies/Equipment 
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Necessary 


Trash & Recylcing 
Pickup 


Outline for Closing QI Site 


Cancel/Transfer; 
Confirm Date 


Establish Criteria 
(Size, Location, 
Design, Quality, 
Access, Parking, 
Security, 
Neighborhood), 


existing/new sites 


Determine need at 
existing/new sites 


Determine need at 
existing/new sites 


Will certain items 
require a special order, 
e.g., pallets 


Inspect 


Discuss site transfers as 
needed with individuals 


Discuss site transfers as 
needed with individuals 


Discuss site transfers as 
needed with individuals 
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Negotiate & Sign 
Contract; Set Move- 
In 


Coordinate with 
county office on 
extensions 


Extend or end 
service period; 
confirm date; adjust 
contracts 
Extend or end 
service period; 
confirm date 


Orientation Team 
Leaders 


Extend or end 
service period; 
confirm date 


Goodbye 
celebration as 
appropriate 


Goodbye 
celebration as 
appropriate 


Outline for Closing QI Site 


Inventory - Fixed 
Assets: 


Perform final Prepare for Arrival as Acquire moving Rent vehicle(s), 
physical inventory & Needed; Assign materials pallet jack, dolly & 
Determine where | Packing/Moving Team move 
everything should go Leads 


New or existing site; |Establish where to store * Pallets Schedule staff to 
backup inventory; materials * Cardboard boxes help 
county dept.; or * Tape 
nonprofit partner * Plastic Wrap 


* Clinical Aquire/ setup needed Dismantle, 
* Office furniture/ equipment pack/wrap 


Have partners pick 
up their items if 
possible 


Perform final Prepare for Arrival as Acquire moving Rent vehicle(s), 
physical inventory & Needed; Assign materials pallet jack, dolly & 
Determine where | Packing/Moving Team move 
everything should go Leads 


Consumables 


OTC Medication 


New or existing site; |Establish where to store * Pallets Schedule staff to 
backup inventory; materials * Cardboard boxes help 
county dept.; or * Tape 
nonprofit partner * Plastic Wrap 


e LL 
furniture/ equipment pack/wrap 
Have partners pick 

possible 


Coordinate with Confirm clinical will 
Clinical handle 
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Inventory 


Outline for Closing QI Site 


Don't leave anything | Identify clinician who 
behind, as it could | will take responsibility 
represent a liability 

problem; e.g., a child 

consumes something 


4 of 12 


Assist in moving 
items as needed; 
deploy to 
new/existing sites 


Final walkthrough 
to assure all has 
been removed 


Outline for Closing QI Site 


Review Contract & Email written 
Agree on Our agreement 
Responsibilities 
Move Furniture, Arrange for Repair as Have preliminary Clean Premises 
Fixtures and Needed walkthrough as |” Special cleaning?; 
Equipment as needed; agree on | e.g., carpet deep 
Needed any final reset, 
repairs and special 


Replace/Repair 
missing/broken 


Replace/Repair 
missing/broken TV's, 
TV Remotes, 
Refrigerators, 
Microwaves 


Final Walkthrough & 
Signoff 
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Outline for Closing QI Site 
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Outline for Closing QI Site 


Goodbye 
celebration 
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Outline for Closing QI Site 
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Outline for Closing QI Site 
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Outline for Closing QI Site 
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Thu 2/18/2021 1:48 PM 

Here is a quick list of items I've jotted down surrounding Wrap Out of a site. 
SERVICES 

Security 

Cleaning 

Linen Supply 

Trash Removal 

Recycling Removal 

Biohazard Waste Removal 

Internet 

PODS 

Meals 

FACILITY: Perimeter Fencing 

FACILITY: Security Cones 

FACILITY: Red Biowaste Containers 

FACILITY: Cleaning Supplies 

FACILITY: Office Supplies 

FACILITY: Office Equipment (Printer, Computers, Carts to transport supplies, etc.) 
FACILITY: Furniture (Office chairs, Cribs, Folding Tables, Chairs, Cabinets) 
CLINICAL: Clinical Supplies 

CLINICAL: Clinical Equipment (Blood Pressure Cuffs, O2 Concentrators, Vital Sign Machines, Wheel Ch: 
CLINICAL: Patient Supplies, Charts, etc. 

CLINICAL: PPE 

CLINICAL: Lifestyle Products (Cigarettes, alcohol, etc.) 

CLINICAL: OTC Medicines 

CLINICAL: RX Medicines 

CLIENT: Food / Snacks 

CLIENT: Trac Phones 

CLIENT: Hygiene 

CLOTHING / BEDDING: Pillows / Blankets: Housekeeping Linens 
CLOTHING / BEDDING: Clothing 

NEXT STEPS: 

Wrap out site rental 

Hand over site to site partner 

Final Invoices 

Follow Up 


airs, Stretcher) 


